THE INTERNATIONAL CITY MANAGERS" ASSOCIATION 


MANAGEMENT INFORMATION SERVICE 136 Y 
1313 East 60th Street, Chicago 37, Illinois yn 


TWELVE-YEAR INDEX TO SPECIAL REPORTS- - 1946-1957 


This index covers Reports 1-167, January, 1946 through 
December, 1957 


MANAGEMENT INFORMATION SERVICE 


Report No. Month Year 


Administrative Assistants 
Administrative assistants in city government. ......._ 65 June 1949 


Administrative Codes 
How to codify municipal ordinances. ........... : 37 May 1947 
Preparation and use of administrative codes ....... ; 52 May 1948 
(see also Administrative Regulations) 


Administrative Decisions 


Making administrative decisions. .............-. 62 Mar. 1949 

perecnon of department heads... ........+..2s es. 116 Sept. 1953 

Guideposts on assuming a city manager position. ..... 126 July 1954 

Problems and procedures in organizing city activities... 136 May 1955 

Use of employee attitude surveys ...........4.4.-. 142 Nov. 1955 

Use of committees in management ............. 160 May 1957 
Administrative Hearings . 

Procedures in administrative hearings ........... 99 Apr. 1952 
Administrative Regulations 

Use of written procedures as management tools ...... oT Oct. 1948 

Issuing administrative regulations .........+4.-+..-. 85 Feb. 1951 
Annexation 

Municipal policy on fringe areas ......+-.+ sees 113 June 1953 


(see also Planning, Subdivisions, Zoning) 


Boards and Commissions 


Relation of council and chief administrator to. ....... 38 June 1947 
Compensation of city councils and boards. ......... 50 Mar. 1948 
Use of citizen advisory committees. ....-..+--++-+++-. 130 Nov. 1954 
Budgets 
Preparation of work programs and annual budget estimates 53 June 1948 
Scheduling projects for the annual construction program. . 55 Aug. 1948 
Preparation and adoption of the annual budget. ......-.- 61 Feb. 1949 
Service standards re budget estimates. ....-+-+-++-+-+-, 80 Sept. 1950 
Controlling city government expenditures. ....--+-+--: A He Mes 
mithorcapiianpudget . 63. «+ + 2 + 8 oe ole « ct. 
Preparation o p gs a ee ara 


Preparation of the budget manual ......--++++s> 


INDEX TO MIS REPORTS - - 1946-1957 


Report No. Month Year 


Cemeteries 
~ Management of city-owned cemeteries. ........+..-. 44 Oct. ~ 1947 
City Councils 

Rules and order of procedure for’... . 6...) 6. 31 Jan. ~ 1947 
Relation of . . . to boards and commissions ........ 38 June 1947 
Preparing the agenda for council meetings ......... 46 Dec. 1947 
Compensation of city councils and boards.......... 50 Mar. 1948 
Methods of reporting to the city council... .: ..5... 56 Sept. 1948 
How to improve city council organization and procedure. . 72 Jan. 1950 
Recording council actions in the city clerk's office. .... 138 July 1955 
MecesiMecangusiiline City COUNCIL TECOrdS: 3. si. 6 & 6 \s) +s 139 Aug. 1955 
Preparing the agenda for city council meetings. ...... 152 Sept. 1956 

City Halls 
Soetra eiiOLMmalOn CONntersrins =. a. ek ws cas ka es bh enn 92 Sept. 1951 
Citvenallsocation- and planning= 2.9 sss se tae y ee 102 July 1952 
Management ol mimicipal bulldings s,s 9 5 7 1. hae 103 Aug. 1952 

(see also Planning) 
Consultants 

When and how to use outside consultants .......... 88 May 1951 
ieorol Cin Zen-A20VisOry COMMIttees: ~~ at. 0. oe 2 wa Ge 130 Nov. 1954 


Department Heads 


Development of department heads .............. 78 July 1950 
merection.ot department: Neadssuerns oe) ac. oo eee 116 Sept. 1953 
Department records and reporting: ...... ...3.4e0% Be Oct. 1953 
Increasing the effectiveness of supervisors. ........ 121 Feb. 1954 


Disaster Plans 


Local disaster preparedness planning. ........... 132 Jan. “1945 
Dogs 
Munrcipalxerulation of dogs: eam teen ee rer eee 106 Nov: *31g52 


Duplicating Methods 
Mass production duplicating methods ............ 66 July 1949 


(see also Filing, Office Equipment) 


Filing 
Handling of correspondence, records, and library material 4 Jan. 1946 
Methods of filing correspondence .......... Spleen 9 Feb 1946 
Management of a municinal filing system .......... 115 Aug 1953 
(see also Office Management) 
Finance 
Pronasamemunicipal revenues , .*). fee 1 Jan 1946 
Joint collection of taxes and water bills and use of banks. . . is June 1946 
Procedures in special assessment financing as eee ee 70 Nov 1949 
Inventory control of municipal PYOPEL CY as eae ee 73 Feb. 1850 
Procedure in purchasing municipal insurance. ........ 74 Mar. 1950 
Praremenotamiomsmowances, . . . . .. .) se 79 Aug. 1950 
Pigamerwepnsercesson Small cities , -. i ee 83 kee 1950 


Pek cities tee 93 Och wa lO51 
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= eae 


MANAGEMENT INFORMATION SERVICE 


Finance (cont'd) Report No. 
Municipal experience with car rental plans.......... 96 
Controlling city government expenditures. .......... 124 
Administration of municipal contracts ............ 135 

(see also Budgets, Office Management, Purchasing, 
Sewage Disposal, Water Service) 

Fire 

MereaCmenitt tir GeOperiuments.. fk ek ek vu 1 
Analyzing fire company manpower requirements....... 16 
Supplying fire protection service outside the city. ...... 25 
Factors in reducing the work week for firemen. ...... . 21 
Charges for outside fire protection service. ......... 162 
Pieri! Ob RIT GMOn'S TIMG. kk lw eee ee 164 

(see also Public Safety) 

Franchises 
Administration of utility franchises. ............. 109 

Garages 
Management of city-owned motor equipment ......... 28 
MiatePamient Ola COmral SArave, . wt kk ek kw we 64 

Inspectional Services 
Administration of regulatory inspectional activities ..... 95 

Insurance 
How to reduce municipal insurance costs. .......... 33 
Procedure in purchasing municipal insurance. ........ 74 

Licenses and Permits 
Mimaipal revulsion Of taxicaps. . 2. 1 8 kw ke ee te AP 
Privately operated automobile parking lots ......... 26 
Administration of licenses and permits............ 94 
Administration of regulatory inspectional activities ..... 95 
Regulation of charitable and religious solicitations...... 143 
Regulation of peddlers, solicitors, and itinerant merchants - 145 


Management Information 
Summary of replies to MIS inquiries (1951-1957. Request by year. ) 


Motor Equipment 


Management of city-owned motor equipment ......... 28 
Management of a central municipal garage .........-- 64 
Travel and auto allowances . .....+:-2+4seees 2 eee 79 
Municipal experience with car rental plans.........- 96 
Office Management 
Handling of petty cash funds... ..-. +--+ +e eees yee 36 
Use of written procedures as management tools ....... 57 
City Hall location and layout Of OLLCG SPACC cos 6 oe ses ws 102 
Management of common services. ... +++ +++ +sees AL 
Departmental records and reporting systems. ......-.--. 17 
Municipal work simplification. ....---++++s++eees 123 


(see also Records Management) 


Month Year 
Jan. 1952 
May 1954 
Apr. 1955 
Mar. 1946 
May 1946 
Sept. 1946 
Oct. 1946 
July 1957 
Sept. 1957 
Feb. 1953 
Nov. 1946 
May 1949 
Dec 1951 
Feb. 1947 
Mar. 1950 
Mar. 1946 
Sept. 1946 
Nov. 1951 
Dec 1951 
Dec 1955 
Feb. 1956 
Nov. 1946 
May 1949 
Aug. 1950 
Jan. 1952 
Apr. 1947 
Oct. 1948 
July 1952 
Apr. 1953 
Oct. 1953 
Apr. 1954 


INDEX TO MIS REPORTS —~ -1946-1957 


Report No. Month Year 


Or ganization 
Problems and procedures in organizing city activities... . 136 May 1955 

Parking 
Cities using parking meters... 1... 2-2 ee eee eees 14 ae oe 
Regulation of privately operated automobile parking lots... 26 ept. eae 
Administration of parking meters. ......+.-+-++-+se¢-. 48 Jan. Il 

Personnel 
Sick leave and payment for unused leave .........---. 2 Jan. 1946 
Changing daily wage employees to annual pay basis. ..... 10 Mar. 1946 
Municipal employee organizations. .......+.+-+-+-+--. 21 July 1946 
Employee service folders and record cards.......... 23 Aug. 1946 
Granting sick leave with pay. ..........-. ore eee 39 June 1947 
Procedure in establishing the merit system ......... 40 July 1947 
Personnel rules and regulations. ........-+..4.2e+-.-. ai Aug. 1947 
Preventing accidents in municipal employment. ....... AT Dec. 1947 
Methods of keeping city employees informed ......... 60 Jan. 1949 
Establishing job and work controls ..........-... 67 Aug. 1949 
Administration of leaves of absence. ............-. 76 May 1950 
Meeting competition for municipal employees. ........ 87 Apr. 1951 
Management policy on employee relations. .......... 100 May 1952 
Selection of department heads. .........-..4.+-+.4.--. 116 Sept. 1953 
Increasing the effectiveness of supervisors. ......... 121 Feb. 1954 
Performance standards for city employees.......... 133 Feb. 1955 
Costs of employee fringe benefits ...........4.6.s4e-. 140 Sept. 1955 
Use of employee attitude surveys ........- sat oe engine 142 Nov. 1955 
Employee performance rating systems ............ 147 Apr. 1956 
Personal counseling and employee grievance procedure ... 148 May 1956 
Control of conference attendance and travel expense. .... 153 Oct. 1956 
Regulation of outside employment for city employees. .... 155 Dec. 1956 
Use of longevity pay for city employees............ 157 Feb. 1957 

Planning 
Municipal regulation of land subdivision. ........... 30 Dec. 1946 
Scheduling projects for the annual construction program. . . 55 Aug. 1948 
Administration of zoning variances .............. (a! Dec. 1949 

_ Short-range economic forecasting for cities ......... 84 Jan. 1951 
OrcanizZallon or City Dialling s me eel) cee cs ss ee at 89 June 1951 
Cityenaliviocation and platning sree ere- te re, ker, eee ee 102 July 1952 
Municipal policy onifringseareassess. 2 ee se. eemeee ee 1138 June 1953 
Preparation of the capital budgets. 21.00.) .ne = oe eee 141 Oct. 1955 
(see also Annexation, City Halls, Subdivisions, Zoning) 

Police 
Special police policies (uniforms, awards, recruitment). . . 5 Jan, 1946 
Police: rules and regulations as 0sn ee ene (4 Feb. 1946 
Unions in police departments=.. .. 9.00 see ee 13 Apr. 1946 
Trend toward one-man police cars............... 35 Apr. 1947 
Operation of one-man patrol cars............... 82 Nov. 1950 
Municipal experience with car rental plans.......... 96 Jan. 1952 
Police department control of vice conditions ......... 131 Dec. 1954 
Training for one-man police patrol cars. ........... 154 Nov. 1956 


Usevotetilian auxiliary police. | <n 0 ee 163 Aug. 1957 


_MANAGEMENT INFORMATION SERVICE_ 
R ’ 
E. Police (cont'd) Report No. Month Year 
# 
e 


~ Use of women in parking meter control.........., a: 166 N 
(see also Public Safety) ov. 1957 


| Professional Organizations 


| Professional organizations of municipal officials. ...... . 149 June 1956 
Property Management 
Inventory control of municipal POLY isi pei a) kid, ait ak a. s 13 Feb. 1950 
Management of municipal buildings. ............. 103 Aug. © 1952m 
Management of municipal real property. ........ ere Og 129 Oct. 1954 
Public Relations 
ameiormeaton centers in city halls... .6. 66 ek ek ee 92 Sept. 1951 
Municipal use of radio and television ............. 128 Sept. 1954 
Use of citizen advisory committees. ............. 130 Nov. 1954 
Training city employees in public relations. ......... 137 June 1955 
Public Reporting 
Using special leaflets in public reporting. .......... 43 Oct. 1947 
Methods of reporting to the city council... .......... 56 Sept. 1948 
Special information centers in city halls . .......... 92 Sept. 1951 
Policies and techniques of press relations .......... 112 May 1953 
iepariment records and-reporting ©... 6 6 eee es Ly Oct. 21005 
Public Safety 
Public emergency communications systems.......... 144 Jan. 1956 
A survey of police and fire integration. ........... 165 Oct ae hgo7 
Public safety emergency communications centers ...... 167 Dec. 1957 
Public Works 
meevs emsor comro. 0: Sniali tools... ww we ee 8 Feb. 1946 
Regulation of curb cuts and service driveways ........ 20 June 1946 
Management of city-owned motor equipment ......... 28 Nov. 1946 
Scheduling projects for the annual construction program... 55 Aug. 1948 
Planning for snow and ice removal .......-2.+-s+446- on Aug. 1951 
Financing sidewalk construction and maintenance....... 93 Oet.e gol 
Municipal policy for control of street openings ........ 107 Dec. 1952 
Administration of utility franchises. .......4.4+4+5446-. 109 Feb. 1953 
Management records for construction projects........ 127 Aug. 1954 
(see also Finance, Refuse Disposal, Sewage Disposal, 
Streets) 
Purchasing 
Mreterence to local merchants ......-.. + «sss 29 Dec. 1946 
Use of special invoice forms ......-+-+++++eeees 32 Jan. 1947 
How to reduce municipal insurance costs.......-++.-. 33 Feb. 1947 
Procedure in purchasing municipal insurance. ........- 74 Mar. 1950 
Administration of municipal contracts. ......+-+-++-.-. 135 Apr. 1955 
Preparation of the purchasing manual. .....++-+-++:+: 159 Apr, 1957 
Records Management 
Control of forms andrecords .....--+--+-++++e+eeees 81 Oe 2) 
Municipal records management and control.........-- 114 July 1953 


Municipal records retention and preservation. .......-. 161 June 1957 


INDEX TO MIS REPORTS - ~ 1946-1957 


Report No. Month Year 


Refuse Disposal , 
Sanitary landfill method. .... 1... -. es ee eee eee 24 Aug. 1946 
Salaries 
Changing daily wage employees to annual pay basis ..... 10 Mar. 1946 
Making pay adjustments for city employees. ......... 18 May 1946 
Cost-of-living pay adjustment plans. ........+.4.4.4.-. 45 Nov. 1947 
How to make a salary and wage survey. ........-+-+--. 69 Oct. 1949 
Costs of employee fringe benefits... .....- +++. a. 140 Sept. 1955 
Current pay rates for selected city jobs (semi-annual, 1947-49; 
annual, 1950-date. Request by year.) January, 1955. . 134 Mar. 1955 
Pay rates for selected city jobs in January, 1956....... 146 Mar. 1956 
Sewage Disposal 
Mimicipal regulation of industrial waste disposal ...... 6 Feb. 1946 
Charges for sewerage service outside the city. ....... ys May 1946 
Intermunicipal arrangements for sewerage service ..... 104 Sept. 1952 
Municipal policy on sanitary sewer extensions........ 105 Oct. 1952 
Special Assessments 
Procedures in special assessment financing ........--. 70 Nov. 1949 
Street Lighting 
Formula for installation of street lights ........... 54 July 1948 
Administration of street lighting service. .......... 119 Dec. 1953 
- Subdivisions 
Reo alOniO lm SUDCLVIGIONS nse wsatias cecal cts) athe tee Makes ncgn maar 30 Dec. 1946 
Municipal regulation of subdivisions ............. 151 Aug. 1956 
(see also Annexation, Planning, Zoning) 
Taxes 
Administration of admissions, cigarette and auto license taxes 49 Feb. 1948 
Administration of business gross receipts taxes....... 59 Dec. 1948 
Taxicabs 
Municipal regulation of taxicabs. ............... 1 Mar. 1946 


Traffic Control 


How to improve handling of traffic violations ........ 15 A 
Improving local traffic conditions pr. 1946 


Be a aA See ee ARES o>: 118 
(see also Parking, Planning) az 

Training 

Development of department heads 78 

ol department heads... .......-.... Jul: 

Use of Hlmstin“city government). 2 ee ean 101 ae nee 

Municipal work simplification. ................ 123 Apr 1954 

Training city employees in public relations.......... 137 June 1955 
Trees 

Administration of a municipal street tree Proscrams eae 125 June 1954 
Water Service 

Water service charges outside the City (ae ha eee een 3 Jan 1946 

Developing a policy for water main extensions ........ care J 19 
Zoning a A 

Administration of zoning variances 71 

0 so, ae Mite Bat tote Ce Nae es ete Dec. 
Trends in revising zoning ordinances. ............ 150 July ee 


(see also Planning) 


CoONIoaPrwWh Fr 


° 


MANAGEMENT INFORMATION SERVICE 


Conducted by the International City Managers’ Association 
1313 East 60th Street, Chicago 


SPECIAL REPORTS ISSUED 1946-1957 


1946 
Trends in Municipal Revenues 
Sick Leaves and Payment for Unused Leaves 
Water Service Charges Outside the City 
Handling of Correspondence, Records, and Library Material 
Some Special Police Problems (uniforms, rewards, and recruitment) 
Municipal Regulation of Industrial Waste Disposal 
Police Rules and Regulations 
A System for the Control of Small Tools 
Methods of Filing Correspondence 
Changing Daily Wage Employees to Annual Pay Basis 
Radio in Fire Departments 
Municipal Regulation of Taxicabs 
Unions in Police Departments 
Cities Using Parking Meters 
How to Improve Handling of Traffic Violations 
Analyzing Fire Company Manpower Requirements 
Charges for Sewerage Service Outside the City 
Making Pay Adjustments for City Employees 
Joint Collection of Tax and Water Bills 
Regulation of Curb Cuts and Service Driveways 
Municipal Employee Organizations 
Street Name Signs 
Employee Service Folders and Record Cards 
The Sanitary Landfill Method of Refuse Disposal 
Supplying Fire Protection Service Outside the City 
Regulation of Privately Operated Automobile Parking Lots 
Factors in Reducing the Work Week for Firemen 
Management of Citv-Owned Motor Equipment 
Municipal Purchasing from Local Merchants 
Municipal Regulation of Land Subdivision 


1947 


Rules and Order of Procedure for City Councils 
The Use of Special Invoice Forms 

How to Reduce Municipal Insurance Costs 
Current Pay Rates for Selected City Jobs 
Trend Toward One-Man Police Cars 

Handling Petty Cash Funds 

How to Codify Municipal Ordinances 


Relations of Council and Chief Administrator to Boards and Commissions 


Granting Sick Leave With Pay 
Procedure in Establishing the Merit System 


MANAGEMENT INFORMATION SERVICE 


1947 (cont'd) 


Personnel Rules and Regulations 

Pay Rates for Selected City Jobs in July, 1947 
Using Special Leaflets in Public Reporting 
Management of City-Owned Cemeteries 
Cost-of-Living Pay Adjustment Plans 
Preparing the Agenda for Council Meetings 
Preventing Accidents in Municipal Employment 


1948 


Parking Meter Administration 

Administration of Admissions, Cigarette, and Auto License Taxes 
Compensation of City Councils ana Boards 

Pay Rates for Selected City Jobs in January, 1948 

The Preparation and Use of Administrative Codes 

The Preparation of Work Programs and Annual Budget Estimates 
Formula for Installation of Street Lights 

Scheduling Projects for the Annual Construction Program 
Methods of Reporting to the City Council 

Use of Written Procedures as Management Tools 

Pay Rates for Selected City Jobs in July, 1948 

Administration of Business Gross Receipts Taxes 


1949 


Methods of Keeping City Employees Informed 

The Preparation and Adoption of the Annual Budget 
The Making of Administrative Decisions 

Pay Rates for Selected City Jobs in January, 1949 
The Management of a Central Municipal Garage 
The Administrative Assistant in City Government 
Mass Production Duplicating Methods 
Establishing Job and Work Controls 

Pay Rates for Selected City Jobs in July, 1945 
How to Make a Salary and Wage Survey 
Procedures in Special Assessment Financing 
Administration of Zoning Variances 


1950 


How to Improve City Council Organization and Procedure 
Inventory Control of Municipal Property 

Procedure in Purchasing Municipal Insurance 

Pay Rates for Selected City Jobs in January, 1950 
Administration of Leaves of Absence 

Developing a Policy for Water Main Extensions 

Development of Department Heads 

Travel and Auto Allowances 

Guides in Determining Standards of Service in Relation to Budget Estimates 
Control of Forms and Records x 
Operation of One-Man Police Patrol Cars 

Financial Practices of Small Cities 


120. 
Lie 
122. 


SPECIAL REPORTS ISSUED 


ly a 


— 


Short-Range Economic Forecasting for Cities 
Issuing Administrative Regulations 

Pay Rates for Selected City Jobs in January, 1951 
Meeting Competition for Municipal Employees 
When and How to Use Outside Consultants 
Organization for City Planning 

Summary of Replies to Recent Selected MIS Inquiries 
Planning for Snow and Ice Control 

Special Information Centers in City Halls 
Financing Sidewalk Construction and Maintenance 
Administration of Licenses and Permits 
Administration of Regulatory Inspectional Activities 


1952 


Municipal Experience with Car Rental Plans 
Summary of Replies to Recent Selected MIS Inquiries 
Pay Rates for Selected City Jobs in January, 1952 
Procedures in Administrative Hearings 
Management Policy on Employee Relations 

Use of Films in City Government 

City Hall Location and Layout of Office Space 

The Management of Municipal Buildings 
Intermunicipal Arrangements for Sewerage Service 
Municipal Policy on Sanitary Sewer Extensions 
Municipal Regulation of Dogs 

Municipal Policy for Control of Street Openings 


1953 


Summary of Replies to Recent Selected MIS Inquiries 
Administration of Utility Franchises 

Pay Rates for Selected City Jobs in January, 1953 
The Management of Common Services 

Policies and Techniques of Press Relations 
Municipal Policy on Fringe Areas 

Municipal Records Management and Control 
Management of a Municipal Filing System 
Selection of Department Heads 

Department Records and Reporting 

Improving Local Traffic Conditions 
Administration of Street Lighting Service 


1954 


Summary of Replies to Recent Selected MIS Inquiries 
Increasing the Effectiveness of Supervisors 
Pay Rates for Selected City Jobs in January, 1954 


MANAGEMENT INFORMATION SERVICE 


1954 (cont'd 


Municipal Work Simplification 

Controlling City Government Expenditures 
Administration of a Municipal Street Tree Program 
Guideposts on Assuming a City Manager Position 
Management Records for Construction Projects 
Municipal Use of Radio and Television 

Management of City-Owned Real Estate 

The Use of Citizen Advisory Committees 

Police Department Suppression of Vice Conditions 


1955 


Local Disaster Preparedness Planning 
Performance Standards for City Employees 

Pay Rates for Selected City Jobs in January, 1955 
The Administration of Municipal Contracts 
Problems and Procedures in Organizing City Activities 
Training City Employees in Public Relations 
Recording Council Actions in the City Clerk's Office 
Indexing and Filing City Council Records 

The Costs of Employee Fringe Benefits 

Preparation of the Capital Budget 

Use of Employee Attitude Surveys 

Regulation of Solicitors and Peddlers 


1956 


Public Emergency Communications Systems 

Regulation of Peddlers, Solicitors, and Itinerant Merchants 
Pay Rates for Selected City Jobs in January, 1956 
Employee Performance Rating Systems 

Personal Counseling and Employee Grievance Procedures 
Professional Organizations of Municipal Officials 

Trends in Revision Zoning Ordinances 

Municipal Regulation of Subdivisions 

Preparing the Agenda for City Council Meetings 

Control of Conference Attendance and Travel Expense 
Training for One-Man Police Patrol Cars 

Regulation of Outside Employment for City Employees 


1957 


Summary of Replies to Selected M.I.S. Inquiries 
Use of Longevity Pay For City Employees 
Preparation of the Budget Manual 

Preparation of the Purchasing Manual 

Use of Committees in Management 

Municipal Records Retention and Preservation 
Charges for Outside Fire Protection Service 
Use of Civilian Auxiliary Police 

Utilization of Firemen's Time 

A Survey of Police and Fire Integration 

Use of Women in Parking Meter Control 

Public Safety Emergency Communications Centers 


